TRAINING AND CONTINUING PROFESSIONAL DEVELOPMENT POLICY
1
Statement of Intent
1.1
Homefield School recognises that its most important resource is its employees.  The School is committed to employee learning and development in line with available resources.

2
Aims
2.1 The aims of Homefield School Staff Training and Continuing Development Policy and Procedure are:
· To enable staff to develop the knowledge and skills they require so that The School is able to deliver its aims and objectives effectively

· To reflect the importance that Homefield School attaches to learning

· To give staff opportunities for personal development

· To make the most effective use of each provisions annual training budget

3 Learning and Development Activities

3.1 Learning and development needs will be met through a variety of activities including:

· A full induction

· Shadowing another member of staff

· Planned reading

· Working through a computer based package

· Mentoring

· Coaching

· Off the job training, usually short courses on relevant subjects either for an individual or individuals, a whole team or the whole provision

· Attendance at conferences and seminars

· Opportunities for individuals to undertake a course of vocational learning leading to a qualification

3.2 All internal training provided will be at no cost to the employee.  External courses and professional qualifications may be fully or partly funded depending on:
· Relevance to the job

· Funds available

· Whether the learning can be met in another way

4 Learning Requests

4.1 
All new requests to attend a training course or seminar should be discussed with the employee’s line manager and an ‘Application for Training/Development Support’ form must be completed in all cases by employees and approved by their line manager.  

5 Qualifications/Vocational Training and Study Leave Criteria

5.1 The prime responsibility for identifying training needs and recommending study leave provision rests with managers, as part of the annual performance management appraisal discussion and personal development plans.

5.2 In exercising this responsibility, and in considering requests for study leave initiated by individual members of staff, managers need to bear in mind the following:

The subject matter must either:

· Have a direct bearing on the employee’s normal work

· Form part of an employee’s personal development programme agreed by his/her manager

· Support staff towards obtaining relevant professional qualifications which will benefit Homefield School
5.3 Priority should be given to refresher courses and/or study for qualifications which are a requirement of the post, followed by courses connected with staff and school/service development.
5.4 Employees who have successfully completed their probationary period may be eligible to receive assistance from Homefield School to enable them to follow a vocational course of study, leading to a professional qualification, or to learn new skills.

5.5 The main criterion for supporting such a course must be that it will be of benefit to both the employee and to The School, and that it has direct relevant to The School.  Employees must also derive adequate benefit in relation to cost.  This must be demonstrated by the completion of an Evaluation Form 
5.6 Approval for a staff member seeking to pursue a vocational course must first be sought from their Head of Department or Deputy Head who will then take the request to the Headteacher.  If the request for funding is substantial i.e. over £500 (including the cost of travel and subsistence expenses) then approval may also have to be sought from the Governing Body.  The request must be submitted in plenty of time before the start date of the course to give adequate notice for discussion and consideration.
5.7 However, the following will be considered when dealing with a request for vocational training:

· The contributions of time and money required from Homefield School
· The other training opportunities that the individual has recently undertaken

· Availability of funds within projected budgets

· Current organisational capacity and cover arrangements during employee’s absence

· Length of service at Homefield School
· The individual’s work performance

· Whether more than one member within a team request vocational training

· Any alternative means of updating skills/knowledge that may be available

· Any other relevant factors

Please note that this list is not exhaustive, and is meant as a guide only.

6 Revision and Exam Leave

6.1
Time off will be granted to sit each examination and leave of up to one day per examination for revision purposes may be given.  Special leave may also be granted i.e. for summer schools. Part-time staff will be entitled to the same allowance as full time staff which will be calculated on a pro-rata basis.
Please note:  Re-sits must normally be taken at an employee’s own time and expense.

7 Study Leave – Conditions
7.1
Study leave and/or expenses are granted for no more than one year at any application.  Continuance of study for more than one year, for a second or succeeding stage, will be by further application.  A staff member receiving approval for the first year of a course can normally anticipate that Homefield School will continue to support for the remainder of the course, subject to satisfactory progress.

· Applications for support must be made and authorised in advance of the commencement of the course.  Retrospective applications will not be considered.

· An employee who is granted support under this policy will be required to refund all or part of the financial assistance (including any paid time off work granted) in the event of:

· Failing to sit the examination (unless special extenuating circumstances apply)

· Failing to maintain regular attendance, and/or satisfactory progress (unless special extenuating circumstances apply)

7.2
Employees are expected to maintain regular attendance at their course and to make satisfactory progress with examinations/assessments.  Support will be withdrawn if more than one re-sit for each examination is necessary and/or attendance is not satisfactory.  This will mean the withdrawal of day release as well as financial support.  The Disciplinary Policy may also be invoked, depending on the situation.

8 Other courses, Seminars etc. – Conditions

8.1
Part time or block release courses

Subject to the provision in Section 5, leave may be granted during normal working hours for attendance on a day release or block release basis.  Leave shall not be allowed in lieu for attendance or travel on a public holiday, Saturday or Sunday, unless with the prior agreement of the Headteacher.

8.2
Correspondence/Distance Learning Courses/Evening Classes

These courses are also eligible for consideration for support.  Leave with pay may be granted for attendance at residential sessions.

8.3
Seminars and Conferences

The granting of paid leave and payment of conference/seminar expenses may be authorised where a need has been identified and it is considered that attendance at a seminar or conference is the most appropriate way of meeting this need.  In this case the knowledge gained should be evaluated using the Evaluation Form and be shared by way of a written report or presentation or similar.  Costs will be borne by Homefield School.
9 Payment of fees
9.1
Subject to Section 7 ‘Funding,’ fees for courses/conferences/seminars will be met by Homefield School on receipt of an invoice from the College/University/conference or seminar provided.  Employees are responsible for ensuring that the correct procedure is complied with.


9.2
The proportion of the costs to be borne by the employee, if any, will become due when the invoice is received.  However, if required, these costs may be paid in monthly installments deducted from salary over a period not exceeding the relevant financial year (usually 9 months).  Staff will be required to authorise such deductions from pay (see Appendix 4).

9.3
The seminar/conference booking form or course enrolment form must be sent to the Finance team.  Course places may be booked by telephone if necessary but the appropriate documentation must be completed marked “confirmation of telephone booking”.  Payment will not be made unless the appropriate paperwork is completed.

9.4
Withdrawals, substitutions and cancellations of courses
Where a candidate withdraws from a course or otherwise cancels attendance at a conference the manager who approved the request must be informed immediately and repayment sought, when possible to do so.

10.
Funding
10.1
Reimbursement of fees for an approved course of study may be granted, normally up to a maximum of £500 per approved course of study.

10.2
If you are required to undertake the course of study by Homefield School, then the fees will be paid directly by The School.

10.3
Employees’ contributions may be made in line with the section on ‘payment of fees’.  All costs will be met from designated budgets.

10.4
Additional help with funding may be available where employees feel they will suffer particular hardship in meeting the contribution required.  Each case will be considered individually and representation should be made to the Operations Director and HR department in the first instance.

11
Associated Expenses

11.1
The following expenses may be met at the discretion of the Headteacher/Head of Provision:

· Assistance with the purchase of text books up to a maximum of £50 per academic year.  Employees should hand in such books to Homefield School at the end of the course.

· Excess travel expenses at a rate of 39p/mile for journeys by own vehicle or cost of public transport  as appropriate

· Where accommodation and meals are not included in the course fees, subsistence allowance may be paid where these costs exceed what would normally be incurred at the place of work, in accordance with Homefield School Travel and Subsistence allowances

All expenses must be approved in advance and all claims must be supported by receipts.
12 Repayment of financial support

12.1
If The School provides training for professional qualifications a reasonable commitment to stay with The School will be expected. Partial repayment of fees in the event of early termination of employment for any reason may be expected as follows.

12.2
Homefield School reserves the right to recover the cost of such training should the employee leave The School during and up to the 12 months after the course or should they discontinue, fail to sit examinations or attend regularly or fail the qualification without good reason. Repayment is based on a sliding scale details of which are found at Appendix 5. 
13 Equal Opportunities
13.1
The primary criteria for determining training priorities shall be those which are based on the needs of The School and the training needs of individuals as discussed at the time of Appraisal and Personal Development Planning.

13.2
No member of staff shall be denied access to training because of their age, gender, sexual orientation, marital status, ethnic origin, nationality or disability.

13.3
Authorising managers are responsible for ensuring equality of opportunity with regard to training.

Appendix 1
HOMEFIELD SCHOOL
APPLICATION FOR TRAINING AND DEVELOPMENT SUPPORT AND PROCEDURE 

FOR PAYMENT OF FEES AND EXPENSES

1. Bookings for courses, seminars or conferences must not be made without prior authorisation.
The form “Application for Training/Development Support” (Appendix 3) must be completed and authorised as must the Learning Event Application and the Evaluation Form (Appendix 6).  Retrospective applications will not be considered.

2. Part 2 of the Application (Appendix 3) must be completed by the appropriate manager and authorised before enrolment and a copy sent to the HR Department.
3. A copy of the booking form or course enrolment form, must accompany plus the completed 

application form.


Fees cannot be paid unless the appropriate documentation has been completed.

4. Invoices must be authorised by the Headteacher and passed to the Finance Team for payment.  Any employee contribution will become due at this point and may be paid either:

i)  by cheque made out to Homefield School for the whole amount due

ii) by deduction from payroll upon completion of the ‘Courses Expenses – Employee Contribution” 

    form (Appendix 4)

5. Associated expenses will be reimbursed only after expenditure has been incurred and should be 

claimed by completing an expenses claim form
Appendix 3
HOMEFIELD SCHOOL
APPLICATION FOR TRAINING/DEVELOPMENT SUPPORT

Reimbursement of fees for an approved course of study may be granted, normally up to a maximum of £500 per approved course of study.

To be completed at least 4 weeks before the commencement of the course/conference.  Please attach a copy of the course programme/syllabus.

Part 1: To be completed by applicant

Name: ……………………………………………………………………………………….. (Mr/Mrs/Miss/Ms/Dr)

Job title: ……………………………………………………………………………………………………………….

Title of course/conference: ………………………………………………………………………………………….
Organising body: …………………………………………………………………………………………………….
Venue: ………………………………………………………………………………………………………………..
Duration: …………………………………………. To: ……………………………………………………………..
No. of days leave requested: …………………………………..with/without pay

Period of leave requested: …………………………. From …………………………. To ………………………

Method of study (Day release, block release, correspondence course, evening classes)

………………………………………………………………………………………………………………………….
Please give reasons for your application (e.g. expected benefits)

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………..

Estimated Costs

Please give details and provide copies of supporting documentation for the following:

	
	£

	Course/conference/seminar fee
	

	Registration/exemption/examination fee
	

	Travel expenses ………….miles @ 39p/public transport costs
	

	Accommodation charge (if not included in course fees)
	

	Subsistence expenses (e.g. evening meals)
	

	Total
	


Signed …………………………………………………………………………..………..  Date ……………….

This form must be submitted to your manager for approval and then for authorisation by the Operations Director.
Appendix 3 (Part 2)
HOMEFIELD SCHOOL
AUTHORISATION FOR TRAINING/DEVELOPMENT SUPPORT

Part 2:  To be completed by manager and authorised by Operations Director

I hereby support this application and recommend that Homefield School should meet the following costs which will be met from the ……………………………………….. budget.

ESTIMATED COSTS

	
	Cost     £
	Funding Agreed

	
	
	%
	£

	Course/conference/seminar fee
	
	
	

	Registration/exemption/examination fee
	
	
	

	Travel expenses ………….miles @ 39p/public transport costs
	
	
	

	Accommodation charge (if not included in course fees)
	
	
	

	Subsistence expenses (e.g. evening meals)
	
	
	

	Other (please specify) e.g. agency costs
	
	
	

	Total
	
	
	


I also agree to grant the following leave ………………..days per year with/without pay.

Reasons for recommendation (all recommendations should be consistent with the content of the School Development Plan and be linked to the individual’s personal development plan).

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

Signed …………………………..Manager

Date ……………………………….

1. Once authorised, please forward this form, together with the Employee Contribution Form (appendix 3)    Authorisation must be obtained before enrolment takes place

Appendix 4
HOMEFIELD SCHOOL
COURSE FEES – EMPLOYEE CONTRIBUTIONS

Your application for support under the Training and Development Policy has been successful.  Under Section 7 of the policy you are required to contribute towards the cost of course fees.  Please indicate how you wish to pay your contributions:
*1.
I wish to pay my contribution to course fees in one lump sum  £

i) To be deducted from salary in  …………………………(month)

ii) by cheque to Homefield School
Payment must be made by the end of the month following receipt of invoice.

*2.
I wish to my contribution to course fees monthly and authorise a deduction from payroll £…………….. (total contribution) in …………………………….. (usually 6) monthly installments commencing ………………..(month/year) at the rate of £ ………………..per month.

3 I also confirm that I have read and understand Section 9 of the Training and Continuing Professional Development Policy and the Training Cost Recovery and agree to abide by its terms.

Signed: ………………………………………………………………. Date: …………………………..

Name (please print) ……………………………………………………………………………………..

School/Provision: ………………………………………..

*Please delete 1 or 2 as appropriate

Appendix 5

TRAINING AND DEVELOPMENT – TRAINING COST RECOVERY FORM

Name: …………………………………… Course Title:…………………………………………………………

The School is committed to the education and development of its members of staff.  Training opportunities are available should there be a need for you to develop your skills in a particular area or to learn new skills appropriate to your specific function and role within The School.

TRAINING COST RECOVERY 

If The School provides training for professional qualifications a reasonable commitment to stay with The School will be expected. Partial repayment of fees in the event of early termination of employment for any reason may be expected as follows.

Homefield School reserves the right to recover the cost of such training should the employee leave The School during or up to the 12 months after the course or should they discontinue or fail the qualification without good reason. Repayment is based on a sliding scale details of which are below:

Points to Note

When will it apply?

If you leave The School (or discontinue the course) for whatever reason and for whatever cause, during the training or within the 12 month period of completion of the course.

In what circumstances won’t it apply?

Should you be dismissed by reason of redundancy.

How long will it last for?

For the 12 months from completion of your training.

When will it apply?

When you undertake any training course at the cost of The School
How will I repay the outstanding amount?

By signing a Training Cost Recovery form you agree that outstanding training costs will be deducted from your final salary.  Where the training costs exceed the amount of your final salary the sum will be due from you on the last day of employment with The School.

Total cost of training will be divided by 12 to give a monthly amount.  This figure will then be multiplied by the number of full calendar months left in the 12 month period of completion of your course.

The School reserves the right to deduct payments made either from any money owing to you at the time of leaving, or at an agreed rate at the time when the course is discontinued or failed.

​​​​​​

I agree to the above.

Name ……………….……………………      Signed ……………………………………     Date ……………….

Appendix 6
HOMEFIELD SCHOOL
EVALUATION FORM

This form is designed to help everyone to do a better job by identifying learning needs related to job, team and School objectives, to specify the learning event that will meet these needs, and to check afterwards that the investment in the learning event has been reflected in changed and better working practices.

PART 1

PRE-EVENT DETAILS

Please complete this part of the form jointly with your manager and ask him/her to countersign it.  You both need copies in order to carry out the post-event briefing and review.

Name: ……………………………………………………………………………………………………

Project: ………………………………………………………………………………………………….

Manager’s signature ………………………………………………………………………………….

Manager’s name …………………………………………. Date …………………………………….

What learning event do you wish to apply for?

Title ……………………………………………………………………………………………………………………

Date/s …………………………………………………………………………………………………………………

Cost …………………………………………………………………………………………………………………...

Which job/school goals and targets will this learning event help to achieve?

How will it improve your personal development?

How and when will this learning be shared/cascaded to others (if appropriate)?
Approved: ………………………………………………………….
EVALUTION FORM

PART 2

POST-EVENT BRIEFING

You and your manager should aim to complete this within five days of your return from the learning event.
Did the learning event meet your expectations?  If not, please explain why not.

Do you consider this learning event to have been good value for money?

Yes/No

How will it have helped you to achieve the job/service/Group goals and targets specified for Part 1?

What is your plan to put what you have learned into action?

Agree a date now with your manager to review the practical impact of this learning event on you and your job (suggest within 3 to 6 months).

Review Date ………………………………………………………….

Signed ………………………………………………………………… 
Please keep this form with a copy of the Application Form

APPLICATION AND EVALUTION FORM

PART 3

POST-EVENT REVIEW

Looking back, has the learning event helped you in terms of:

1. Your knowledge, skills and attitude?  If so, how?

2. Your job/service/Group performance? If so, how?

3.
The achievement of your personal/service/Group goals and targets? If so, how?

If your answers to the above are negative or partial, how can we learn from this episode and improve our approach in the future?

Do you think that the knowledge and skills that you have acquired from attending this event would be useful to others in Homefield School?

Signed ……………………………………………………………………………………………………. (Yourself)

Signed ……………….…………………………………………………………………………………(Deputy Head)

Please pass a copy of this completed form to the Deputy Headteacher 
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